
  
 

CATS 
 

USER 
 

MANUAL 
 
 
 
 
 
 
 
 
 
 
 



 2

 
 

  CATS User Manual 
   Table of Contents 

 
 

Overview             4 
Document Conventions               5 
Installation and Login               6 
Management Unit Administration          7 

Adding a Management Unit             7 
Modifying a Management Unit             8 
Sub Account Setup                8 
Define Distribution       10 
Change a Distribution Definition     12 

Financial Plans Flowchart      13 
Financial Plans          14 
Data Entry – Salaries         20 
Short Data Entry          26 
 Travel Short Data Entry        27 
 Utility Short Data Entry        28 
Projections Flowchart         29 
Projections          30 
Entering Actuals Against Projections       33 
Preparing AD700s       39 
 General Tab        40 
 Detail Tab          41 
 Accounting Tab (Accounts)        42 
 Accounting Tab (Vendors)        44 
 Notes Tab          45 
 Procurement Tab         46 
 Clone AD700          47 
 Requisition Approval        49 
Procurement Procedures Flowchart       51 
Procurement Functions         52 
Credit Card/CC-WIP Flowchart        55 
Credit Card Orders       56 
 Credit Card Short Data Entry       58 
 CC-WIP          59 
 Credit Card Order Modifications       61 
 Credit Card Purchase Log        62 
Reconciliation Process Flowchart     63 
 Reconciliation – Account Status       64 
 Printing Reconciled Items        66 
 Changes through Account Status       67 
Account Code Modifications        68 
Reconciliation to OCP         80 
Reports           81 
Period End Estimates         89 
CAM Rollup        96 
 
 



 3

 
 
 
 
 
Administrative Procedures Flowchart   107 
CATS Administration     108 
 User Administration     108 
 Credit Card Administration    112 
 Vendor Administration    113 
 User Level Information    114 
Search Functions     115 
CRIS Termination Process Flowchart   120 
CRIS Terminations     121 
User Fields      125 
Questions       126 
Sample Reports – Appendix A    127 
Short Data Entry Templates – Appendix B  142 

 
 
 



 
 
 
 

OVERVIEW 
 

The CRIS Allocation Tracking System – CATS – software replaces LOTS and replaces and enhances 
the Requisition Tracking System.   
 
This training manual has been organized in order of suggested chronological steps for execution.  For 
instance, Management Unit Administration is the first section because MUs will need to be set up 
prior to accomplishing any other task in CATS. 
 
Note that the Table of Contents contains a hyperlink to the appropriate section when using the online 
version of this document.  To use this feature, place the curser over the section to be accessed, press 
the CTRL key and select the left mouse button. 
 
 
 

 

 

QUESTIONS ABOUT 
CATS? 

 
 

E-mail the CATS help team at 
 

cats@ars.usda.gov 
 
 

 
 
• Capturing error messages:  If an error is encountered with CATS, please capture a print 

screen of the error by pressing ALT+Print Screen and pasting to a Word document.  E-mail the 
word document with a full description to the CATS email address above.

 4

mailto:cats@ars.usda.gov


 
DOCUMENT CONVENTIONS 

 
 

This training manual includes the following standard conventions: 
 
 
• Hands-on instructions will appear in bold and italics 
 
 

    green • Helpful tips will appear in 
 
 

WARNING • Red text is a  
 
 

Blue text • Special instructions will appear as 
 

• Flowcharts in the manual precede the detailed instructions for those specific sections. 
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INSTALLATION AND LOGIN 
 
 

• Installation Procedures are available via the MWA CATS Website: 
http://www.mwa.ars.usda.gov/adp/cats.shtml.  Please read and follow the instructions 
exactly as written.  Once installed, a CATS icon will be placed on your desktop.  If not, go 
to C:\Program Files\Cats, right select the cats.exe file and send to the desktop (create 
shortcut).  CATS users will be notified when new releases are posted on the website, along 
with instructions for downloading and upgrading files.   

 
• Login 

 
o Double select the CATS icon on the desktop, it will bring up the following warning 

message, press Accept to continue. 
 

 
 
 

    
                              

Enter your user name (maximum of 8 
characters) and password, then press OK.  
Passwords are NOT case sensitive. 
The CATS training/test database can be 
accessed by selecting TRAINING from the 
database drop-down menu. 

• If the following error is received after entering your login name and password, the problem 
may be an invalid user name, password, OR there may be no connection to the CATS 
server (check to ensure there is a valid internet connection). 
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MANAGEMENT UNIT ADMINISTRATION 
 
Target users for this section:  Location and Accounting Administrators 
Purpose of section:  To enable Location and Accounting Administrators to setup Management 
Units and Sub Accounts. 
 

• In order to begin setting up Management Units, Select Administration, then Management Unit 
Admin to access this setup screen: 

 

 
 
 
• Adding a Management Unit: 
 

  

Select  Add to 
input information 
for the MUs to be 
entered into the 
database 

This is the 
fundholder 

 7



Modifying a Management Unit:   
    

             

To modify an 
existing MU,  
highlight the MU, 
then choose the  
Modify button. 
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Check either 
IRC/SRC or CPAIS 
if applicable 

Enter the In 
House Account 
number (Last 3 
digits of 
Accounting Code) 

Either Add or Modify 
will display: 

 
Sub Account setup: 

• Each MU MUST have at least ONE Sub Account. 
• Highlight the MU where the Sub Account will be added, select Sub Accounts 

  

 



 

Select Add to setup a 
new Sub Account 

To Modify or Delete a 
Sub Account, highlight 
it and select the action 
desired.  NOTE:  Do 
NOT delete a Sub 
Account that has 
activity associated with 
it. 

 
 

              

Enter the Sub Account number to 
be assigned to the CRIS project 
being added  (002, 003, 014, etc.)  
If there is only one Sub Account, 
it is suggested you use 001. 

Enter description (such 
as name of MU or 
fundholder) 

 

 
 
 
 
 
 

Enter the range of AD700 
numbers to be used for the unit 
(Start – 12000; End 12999, etc).  
Ranges can overlap, however it is 
suggested using unique ranges for 
each MU, such as 12000-12999 for 
7083601120.  This makes it easier 
to quickly identify which Sub 
Account a requisition is associated 
with.  

If the subaccount 
is a Research 
CRIS, select this 
box 
Enter CRIS number, 
Accession number,  
And 8 digit Mode code – 
these can be added later 
if necessary.  This needs 
to be added for CAM 
purposes. 
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The ‘CRIS Start Date’ and the ‘CRIS End Date’ 
default to the beginning and end of the Fiscal Year.  
If adding a new CRIS during the year, change the 
start date to match ARIS.  If terminating a CRIS, 
change the End Date to match ARIS. 

 
 



DEFINE DISTRIBUTION 
 
Target Users for this section:  LAO or Accounting Technicians  
Purpose of Section: To set percentage to be assigned to each CRIS or Sub Account for 
obligations within an MU 
 

• Select Administration, followed by Management Unit Admin. 
 

 
 
 

• Highlight the desired MU to change, select Define Distribution 
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Highlight the Sub 
Account to assign 
 

Enter desired % for 
this Sub Account 

Enter a meaningful 
 description 

Enter a 3-character 
Distribution 
Identifier. 
Example: 
Utility = UTL 
Cell = CEL 
Sprint = SPT 

 
 

• Select Update to complete % assignment.  When assignment is 100%, select Save Completed 
Definition. 

 

 

The % 
distributions 
set up will be 
displayed in 
this area. 
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CHANGING AN ASSIGNED DISTRIBUTION DEFINITION 
 

 

 

 
• Highlight the line to be changed. 
• Highlight Sub Account to be changed.                                                                               
• Sub Account will appear in the Sub Account box in the middle of the screen with the current % 

displayed.  Change the % in that box. 
• Select Update. 
• Starting with line 2, repeat the above steps for any remaining Sub Accounts to be changed. 
• When all Sub Accounts have been changed, select Save Completed Definition. 
 

NOTE: The revised 
distribution for PXE 
now displayed in this 
box 
12
 



ENTERING/MODIFYING  FINANCIAL PLANS

Select Accounting from CATS Main Menu
Select 'Financial Plans' from Accounting Menu

Assign plan dollars to CRIS  projects (sub-accounts)
impacted

Enter description of changes in 'Remarks' field at
bottom of screen

Enter amounts to be added/changed in the 'Current
Changes' column

Select 'Add'
Accounting Code screen will again pop-up for selection

Select Accounting Code from drop-down list of accounts -
or type it directly in the field

Click 'OK'

Save Plans
NOTE:  Plans will not be 'Saved' until all amounts

entered have been assigned

FINANCIAL PLAN ENTRY
& PRINT COMPLETE!

To PRINT Plans:
Select 'Print' from tabs at bottom of screen

Select printer from drop down selections
Enter the MU range and/or dates for required reports

Select type of report from options available
Click on 'Print Report'

Page through to review  the report
Click 'Print' to send to pprinter
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FINANCIAL PLANS 

 
Target Users for this section:  LAO or Accounting Technicians 
Purpose of section:  To input initial ARMPS plans and modify as needed throughout the FY  
 
• Select Accounting then Financial Plan. 
 

 
 
 
 
 

 

At this screen, enter or select the accounting code.  Accounting Codes 
may be entered in the following ways: 
 

• Type the account number in directly, OR 
• Select the arrow to open a drop down box to select the account 

code you wish to use. 
• Enter the plan number if known, or leave blank if the plan 

number is unknown, or a new plan is being added.  This will 
bring up the last plan entered for the given account. 

• After filling in the boxes select OK to proceed or  
      Cancel to exit at this point. 
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Note the 
tabs that 
show the 
account 
code and 
the Sub 
Accounts. 

Use this 
column to 
enter new 
plans or 
plan 
changes. 
To move  
forward 
and 
backward 
between 
plans 
 
• In the above exhibit, the MU figures are displayed.  To see the plan for a Sub 

Account, select the tab for the appropriate Sub Account. 
 

• To add a new Financial Plan: 
• Select Add 
• The following screen is displayed.  Type in the account number for the   plan to 

be added, or select the account from the drop down button & select OK.       
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• Enter amounts for each object class in the ‘Current Changes’ column.  Be sure to enter amounts 
in ‘Base Funds’ if it is a permanent release or reduction. 

 

 
 

• Once amounts have been entered for the MU, go to the ‘Remarks’ section and enter remarks as 
appropriate.  Remarks should include identifying information, such as Allocation Number, Purpose 
from the allocation, dollar amounts, and applicable CRIS numbers.  While only one line is 
displayed at a time, as much info as needed may be entered.  

 
• Before a plan may be saved, amounts must be entered on the appropriate CRIS(s).  To do this, 

select the tab for the first CRIS to be updated. 
 
• The ‘Remarks’ section may be modified at any time without changing plan dollars or the date the 

plan was originally entered. 
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• On the Sub Account screen, there is an additional column titled ‘Unassigned Balance’.   As dollars 
are assigned to a Sub Account this column will change.  Only when this column reflects a $0 
balance can the record be saved. 

• Enter the dollars by object class for the Sub Account.  Copy the remarks used on the MU plan 
and put the same thing on the CRIS.  To accomplish this, go back to the MU Remarks and use 
the Windows commands to copy and paste the text in the Remarks section, and then return to the 
Sub Account Remarks field, paste the text, and edit accordingly. 

• If there is a need to assign part of the dollars to another CRIS, select the TAB for the CRIS to 
which the dollars are to be assigned and repeat the above steps.   

• Once the Unassigned Balance is $0, select Save and the following screen will appear:  
 

 
 
• At this point, the plan is complete.  If another plan needs to be added, select Add to repeat this 

process.   
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• To print plans, select Print for the following screen: 
 

 
 
• Enter the MU Range.  To select a single MU, enter the same MU in both boxes. 
• To print plans for a specific date or range of dates, enter the dates in the ‘Prepared Date’ 

boxes in the format MM/DD/YYYY.  To print data for all dates, leave the dates blank. 
• Select the button for the type of report desired.  (Refer to the Sample Reports Section for 

examples of each type of report). 
• When all criteria is entered, select Print Preview which displays the following screen: 

 

 Print   
             

• Page
send

 

Export    
to file      
 
 

 thru the document to review and then select Print to send to the printer, Export to 
 to a file, or the close button to exit without printing. 
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Sample MU Plan Summary Report 
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DATA ENTRY – SALARIES 

 
Target Users for this section:  LAO or Accounting Technicians 
Purpose of Section: To enter, update, and reconcile salary data from SAMS 
 
• Select Data Entry and Salaries 
 

 
 
 
• At this screen, type in the account code to be entered or select the account from the drop down 

button & select OK.                                 
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If Management 
Units have 
already been 
setup, the Sub 
Account 
information will 
be displayed in 
this column 

 
This screen is used to enter all salary data from SAMS Liability by MU and Liability by CRIS 
reports.  To properly enter data into CATS, use the actual, projected, and lapse columns from SAMS.  
In entering data into CATS, the information must be pulled from the amounts for SY and Non-SY 
totals.   
 

NOTE: SY amounts are entered into the line for BOC 1000, and Non-SY amounts into the line for 
BOC 6000.    

 
1. Using SAMS Liability by MU, enter the amounts from the actuals, projected, and lapse columns 

into the appropriate fields at the top of the screen. 
 
2. Using SAMS Liability by CRIS reports, enter the amounts from the actuals, projected, and lapse 

columns into the appropriate fields next to the individual CRIS lines. 
 

NOTE: As the amounts are entered from the CRIS reports, the unallocated lines at the bottom of 
the screen will begin to change.  After the full amounts are allocated to CRIS, the unallocated 
balances should be zero.   If they are not zero, the record will not be saved. 
 

3. LAPSE: Immediately following a salary lapse report in SAMS, lapse amounts in the Liability by 
MU and CRIS reports should be zero.  This means the lapse dollars entered into CATS will also be 
zero.   

 
IMPORTANT!! When the lapse amounts are changed to zero at the time of the lapse reports, 
Financial Plans MUST be adjusted to reflect the salary lapse adjustments.  (SAMS automatically 
made the financial plan adjustment.)  Failure to adjust the financial plans will result in inaccurate 
account balances.  To verify Status of Funds (SOF) is correct, print the SOF and compare the salary 
portion of the report to your SAMS reports.  If salary plan, actual, projected, lapse, and balance do not 
match on both reports, all of the above steps have not been completed correctly.  (NOTE: If relocation 
costs have been entered under BOC 1200 in CATS, the amounts will differ between CATS and SAMS 
by that amount.)  As an alternative, these salary lapse adjustments can be made at a later time when the 
allocation from BPMS is received.  The financial plan adjustment can be made when the salary lapse 
adjustment allocation is received from BPMS. 
 
Following are sample reports from SAMS showing the actual, projected, and lapse data by MU 
and CRIS: 
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• Salary Document # and pay period are required fields.  The Salary Document # can be what works 

best for the user.  As of PP  is the Pay Period (drop down selections) most recently reconciled in 
SAMS (see the top of the SAMS report “Actuals thru PP ____). 

 
                 

 
 
 
• Fill in desired comments in the description box.  
 
• The Back and Forward buttons allow for scrolling through MUs. 
 
• Choose Search to find the MU for which data is to be entered. 
 
• Once entries are complete, select Save to ensure the data entry is protected.  Select Close to return 

to the main menu. 
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SHORT DATA ENTRY 

 
Target Users: LAO or Accounting Technicians only 
Purpose of Section:  To allow Accounting personnel to quickly enter obligating documents, such 
as travel or training, cardholder logs, or other obligations appearing on the TDL that have not 
been entered into CATS. 
 
Select Data Entry from the Main Menu 
 

  

From the drop 
down menu, 
select the type 
of document 
to be entered. 

 
 
 

• NOTE:  Data entry for each document type will follow the same scheme for entry, with 
field identifications applicable to the particular document type. 

 
• See Appendix B for SDE Sample template used by the Midwest Area as suggested best 

practices for field usage uniformity. 
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TRAVEL Short Data Entry: 
 

• Fill in the following fields:  Name of Traveler, Dates of Travel, Date, and Amount. 
 

  

Select BOC 
from  
drop-down  
list 

Notes = whatever you want, such as what might be in Remarks on the 202.   

Date 
field 
defaults 
to 
current  
date 

 
 

 Once data entry is complete, select Save.  The pop-up screen with the Request # will be 
displayed.  Make note of the number for future reference.  Select OK. 

 
 

 
 
 

 There are two additional options for saving the record: 
 

o CLONE:  Creates an exact copy of the SDE, allowing you to make changes and 
save as a new requisition.  For instance, if you were processing travel for a number 
of users, you could create an SDE for traveler 1, save it, then Clone it, make 
changes applicable to traveler 2, save it, Clone it, and so on for more travelers. 

 
o SAVE & ADD:  Saves the current working record, and blanks the form for input of 

additional records. 
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UTILITY Short Data Entry: 
 

  

Date field defaults to current date 

Fill in the Util 
Account #’, 
Utility Co 
(Provider), 
and Service 
Date. 

Select  BOC 

Enter Amt 

Enter notes/remarks as desired 

 
• Complete the Short Data Entry form in a similar manner as above for all Document Types 

available via SDE. 
 
• When Data Entry is complete, select Save and Close to return to main menu. 

 
• USER FIELDS NOTE:  The three user fields can be used as desired by individuals for 

additional documentation and search purposes.  (See User Fields Section) 
 
 

  

New From Template:  
 
From the Short Data 
Entry screen, select 
New From Template to 
display previously 
saved AD700 
templates.  This option 
allows the template’s 
information to be 
saved as the structure 
for a new AD700.  (For 
more info, see Create 
Template section.) 
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 29



 
PROJECTIONS 

 
Target Users for this section:  LAO or Accounting Technicians 
Purpose of section:  To allow projections of repetitive or monthly obligations throughout the FY, 
reducing the projection by the actual reconciled from the Transaction Detail Listing (TDL) 
 

• To create projections, select Data Entry then Projections. 
 

 
 
 

• After selecting Projections, the following screen will be displayed and prompt for the MU 
desired: 
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• Select the MU from the drop down box, then select OK to go to the following screen: 
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NOTE: Projection fields are completed on the first screen displayed, but amounts are first entered 
by CRIS, not MU.  
 
 
• Complete fields as indicated 
 

  

Enter a name for the projection 

This Document # is generated by the system

Enter the amount 
of the projection 
for the CRIS (this 
is done on the sub 
account tab). 

If an existing 
projection is already 
displayed, select New 
Projection to ensure 
there is a clean 
screen (blank fields) 
for data entry 

Enter the 
description of the 
projection and 
select the correct 
BOC for the 
projection

Select a vendor for the 
projection 

 



• Once the projection amounts for each CRIS impacted by the projection have been entered, then tab 
back to the MU tab to confirm the total shown is the correct total. 

 
• After all data has been added, select Save.  The saved document # will be displayed as shown 

above and will populate field as shown in the following screen:    
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ENTERING ACTUALS AGAINST PROJECTIONS

Select Add Actuals to bring up document type
drop-down menu, select the document type, select OK

Click on Sub Account to be charged the actual, then
add actuals

Select  entry to be retrieved.  Select Retrieve/Modify
to revert to projection screen

Enter data the same way data is entered in regular
Data Entries

At the Projection/Search screen, select Search

Select Advanced to display the document entry
screen.  Click the Accounting Tab to make necessary

changes

Distribute changes to CRIS  by $ or %.
 Select Close to return to previous screen, then Save

The last screen  verifies distribution of actuals
against the CRIS and updates the remaining

projections to be maintained by CRIS. Save MUST
be selected to retain the revised projections, then Close

Select Projections from the Main Menu, then select
Search to locate projection to be updated

PROCESS COMPLETE
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ENTERING ACTUALS AGAINST A PROJECTION 
 

Target Users for this section:  LAO or Accounting Technicians only 
Purpose of section:  To reconcile actual cost(s) of obligations against a Projection 
 

• Select the Projections button to return to the following screen: 
 

 
 
 
 

• Select an MU, and then select Search to locate the projection to be updated.  The following 
screen is displayed: 
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• To view the projections that have been entered, select Search and a listing of all projections 
will display as follows: 

 

 
 

 
• Double click or highlight the desired entry and select Retrieve/Modify to revert to the 

projection screen below: 
  

 
 

• At this screen, first select the desired Sub Account tab to charge the item against, then select 
Add Actual to be prompted to select a doc type.   
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• Select the desired doc type, and then OK to go to the Data Entry screens.    
  

 
 

 
• At the following screen, enter the data in the same manner as the regular Data Entries. 
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• If the actual cost needs to be spread to more than the one CRIS, select Save, and select Advanced 
to display the following: 
 

 
 

Select the 
Accounting 
tab to make 
changes to the 
CRIS 
distribution. 

• At the following screen, double click the accounting line to continue 
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• The following screen is displayed: 
 

 
 

• This is the same screen discussed in distributing dollars to multiple CRIS in the AD 700 
preparation section.  A new account can be added to distribute the total dollars between CRIS 
by dollar or by percentage depending on the field selected in the Amount area.  When 
completed, select Close to return to the previous screen.  Select Save to save the information 
and Close to return to the Projection screen, which will display the following: 

 

 
 

• The above entry verifies that part of the actual is on CRIS 004 and part is on CRIS 005.  
Selecting either entry will display the data entry for that CRIS.  NOTE:  the Adjusted 
projection has now changed.  The Original Projection has been reduced by the actuals that have 
been entered and an Adjusted Projection still ties up the balance of the original projection.  
Select Save, then Close to complete this screen.  
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PREPARING AD700s 
(New Purchase Requests)  

 
Target Users for this section: Procurement personnel, cardholders, and/or Accounting 
Technicians 
Purpose of Section:  To enter obligations in the form of AD700s or Purchase Requests and allow 
for assignment of procurement personnel to work the transaction from obligation to final 
receipt.   

 
• On the CATS Main Menu, choose Data Entry, then New Purchase Request. 

 

 
 

  

Select the appropriate 
MU, Sub Account, and 
Short Description.  See 
NOTE below.  The 
MU defaults to your 
default MU set up in 
User Administration 

 

• This is a very critical screen.  This is the only screen that does not allow changes (with the 
exception of the Short Description); therefore, it is very important to enter the initial account 
information correctly.  The system automatically assigns requisition numbers according to the 
"MU and Principal Sub Account" selected.    NOTE:  There is no way to correct the Requisition 
Number, short of voiding the AD700 and starting over; therefore, it is very important the 
right selections are made on this "CATS -Account Selector" screen. 
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Drop Down Options: 
• Management Unit:  Using the drop down list will provide a list of available MU and Soft Fund 

accounts (users only see accounts applicable to their assigned access levels). 
• Principal Sub Account: Using the drop down list will provide a list of available CRIS numbers. 

The choices will only be for the CRIS projects assigned to the user. 
• NOTE: If dividing these charges between two MUs or CRIS accounts, CATS will currently only 

allow one Account on account selector screen. (This is described further in the Accounting 
Screen.)  

• Short Description: List a short description of the item being ordered.  (When you "Search" in 
CATS, this is the only field that helps identify the AD700, unless the system log number or the 
dollar amount is known.)  

• Verify the data entered is correct, and Select OK, otherwise select Cancel. 

 

NOTE:  This screen displayed has five tabs across the top.  To navigate around this screen, or edit 
data, simply select the appropriate tab to enter or modify data in any of the sections. 
• GENERAL TAB:   The SHIP TO Address and Date fields in this screen are automatic. The 

Receiving Office Number and SHIP TO address defaults depending on User Account defaults 
setup.  Others are available by choosing a different Receiving Office Number in Box #2.  For 
example, a user at the Deep Loess Research Station in Treynor would select "6131" and the 
Treynor address would appear. 

• The Date defaults to the current date. 

• Use of the "Requesting Office" Box #1 is optional.  This is often used at the discretion of the 
research unit or location to handle items such as room number for delivery in a large facility 
(NADC warehouse uses this to get items to the end user's office). 

• Shaded fields on any screen indicate data cannot be entered in them. 
• Enter the GSA Contract # if applicable. 

 

 40



 
• DETAIL TAB: Selecting this screen opens a "CATS – Line Items" Box.  
• Description:  Enter a description for line item #1. 
• Budget Object Code:  Defaults to BOC 2670.  If a different BOC is desired, type ahead to select 

the BOC or use the drop down box.  The Accounting Tech will correct this information if needed.  
• Unit Issue:  Unit defaults to "EA" (each).  This field will allow three digits.  Enter the appropriate 

unit. 
• Quantity:  A quantity is required, "1" is automatic.  Enter the appropriate number. 
• Unit Price:  Enter the price of the unit. 
• If there is only one item for this AD700, Select Close.  If you have more than one item, select New 

Item. 
• Repeat these steps until all items have been entered, then Select Close. 
• Change the "Required Delivery" date if desired.  The system defaults to 2 weeks. Enter an 

estimated freight amount if known. 
• Change information in the "For Additional Information" and "Phone" fields as appropriate. The 

system defaults to the users’ name and phone number (typically there would only be a change if 
the order is being written for another party). 
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• ACCOUNTING TAB (accounts).  The MU number selected will automatically be pulled 

into this screen.  The additional last three digits will be the CRIS number being charged the 
expenditure.  If distributing the cost of the order between two MUs or CRIS projects, enter 
this information at the accounting screen.  Double click the accounting code which is now 
listed and is showing 100% distribution.   

 

 
 
 

• The following screen will appear: 
 

  

Select New 
Account. 
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• The #2 will appear in the "Acc Line" Box.  Pick the MU (if a different one is desired) and Sub 
Account to which the charges are to be split.  In the "Amount" Box, fill in the dollar amount to 
be charged to this account. 

 

. 
• Continue adding more accounts if distributing the costs to several accounts. 
• Go back to the "Acc Line" Box; choose #1 to revise the first accounting line.   
• Go to the "Amount" Box and adjust the dollar amount for this accounting code.  Unallocated 

amount should always be zero. 
• Select Close after adding accounts. 
• In order to charge to a different location, choose Use Unvalidated MU and add the MU and 

Sub Account from the different location.  Make sure these are valid entries; otherwise the entry 
will not show up properly. 
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If there is more 
than one 
accounting line, 
the screen will 
display where the 
amounts are 
distributed and 
will equal the 
amounts entered 
for each account 
as displayed on 
the previous 
screens. 

 
• ACCOUNTING TAB (vendors).  To choose a vendor, select the Vendor button.  A vendor list 

will pop up for the MU selected.  If the vendor is not listed, select the Add New button.  
 

 
 
• The new vendor window will be displayed.  Enter the appropriate information. After the vendor 

information has been entered, select OK.  The new vendor has now been added to the vendor list. 
• To select the vendor, highlight it on the right side of the screen and select the <<  button to move 

the highlighted vendor to the "Selected Vendors" side of the screen. 
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• Select several vendors if desired, but only the first vendor selected will print on the AD700 
 

 
 
 
• NOTES TAB.  There are several sections to the notes screen.  The User Notes button is selected 

by default.  User notes print on the AD700.  There are also Receiving Notes and Procurement 
Notes.  Receiving and procurement users can use these areas to update status or make any notes 
desired to be stored with the AD700.  These notes do not print on the AD700.   

• In the User Notes, type in any specific instructions that may be needed for Procurement.  For 
example, a sole source justification including certain specs that must be met; a statement 
explaining to Procurement that the equipment needing repairs is already at the Vendor; something 
that would be for the user’s information, or for record keeping.  These "User Notes" print on the 
AD700. 

• There are three User Field boxes that can contain anything desired by the user.  They are intended 
to be used with the User Field Report to enable a search for common groups of information.  
Please see the User Field Section for further explanation of the user of these fields. 

• Short Description:  The short description entered in the first screen automatically displays in this 
field. This may be edited. 

• Request Status: Select the radio button applicable to set the status of the requisition. 
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• PROCUREMENT TAB (read only).  Selecting this tab allows viewing of the order status.  As 
the order is processed by the Procurement staff or Cardholder, parts of this screen will be filled in, 
i.e. the "worked by" field, PO# field, procurement total, received date, etc. 
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• SAVING.  This completes the data entry of the AD700.  To move around the body of this form, 
select the tabs at the top of the screen.  This will allow editing entries.  After completion of the 
AD700, select Save.   The following confirmation window provides the requisition number the 
system assigns to the AD700.  Make note of the Request # for future reference. 

 

 
 
 

• SAVE & ADD.  If entering multiple AD700s, use the Save & Add button, as opposed to Save.  
Save & Add will save the current AD700 and clear the document, except for the accounting tab 
information of the previous AD700. 

 
 
• CLONE AD700.  This creates an exact duplicate of the current AD700 and allows editing of the 

document in order to quickly enter multiple AD700s with similar information.   
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PRINT. Select Print.  This allows the system to collect all the data and display it in the AD700 form.  
Scroll down the window to verify entries.  If the print preview looks OK, select the Printer icon at the 
top of the window. 
 

 
 

 In order to close out of print preview screens, choose the Close button at the bottom right of 
the screen.  Selecting the ‘X’ in the upper right hand corner will close completely out of 
CATS. 
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REQUISITION APPROVAL 
(for Approvers and Accounting Technicians only) 

 
• Select Data Entry, then Requisition Approval from the Data Entry Menu. 

 

 
 
 
 

• For requisitions requiring approval, select the Management Unit, then check the Approval 
Requested box to show requisitions with that status. 
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• For requisitions to be sent to procurement, select the requisition number to be approved.  Mark 

the request status as Approved and then select the Set Status button. 
 

 
 
 

• For requisitions being paid by a credit card user, mark the request status as Credit Card. A 
pop-up box will be displayed to select the card user.  Select the appropriate credit card user 
and select OK.  Then, select Set Status. 
 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• After Set Status has been selected, select Close to return to the Data Entry Main Menu.  
• Note:  Once reconciled, the item cannot be Voided. 
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YES

NO

CC-WIP
(See  "CC-WIP" Section)YES

Set "Status" to appropriate
option

End User enters AD700
(See AD700 Section)

Does AD700 go to
Procurement?

(See "Requisition
Approval" Section)

NO

"Update Worked By"
Select "Refresh Selected AD700s
List"
Select appropriate AD700
Select appropriate PA name from
"Worked By"
Select "Update"

"Update Obligations"
 Select appropriate AD700
 Complete Obligation Methods

     Section
 Select Update

NO

Procurement Action(s)
Complete

Will AD700 be
worked by

non-Procurement
Credit Card

Holder?

Procurement
Screen

Has AD700 been
assigned to PA?

NO

YES

Have
obligations

been
updated?

YES

PROCUREMENT PROCEDURES
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PROCUREMENT FUNCTIONS 
 
Target User(s) for this section: Procurement personnel 
Purpose of Section:  To enter obligations and allow for Procurement personnel to be assigned to 
work a transaction from obligation to final receipt.   

 
• Select Procurement from the Main Menu. 

 

 
 
 

• The Procurement screen is displayed: 
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• Selecting the Refresh Selected AD700s List will populate the screen with the entries not yet 

assigned to a purchasing agent. 
 

 
 
 
• To assign an order to a purchasing agent, perform the following actions: 

 
o Select the ‘Request #’ to be assigned. 
o Locate the name of the person that will work the order in the “Worked by Fields” box. 
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o Select the name of the person being selected and then select Update.   
 

                 
 
 

Note the info 
populated in 
the “Worked 
by Fields” 
box 



 
 

• Update the purchase information on an AD700: 
 

 
 

Mark one of these 
boxes as appropriate. 

• To update the purchase information on an AD700: 
 

• Select Update Obligation, select all assigned or select an individual procurement “User” in the 
‘Worked By’ field, then select Refresh Selected AD700s List to populate the screen as shown 
above. 

• Select the ‘Request #’ to be updated. 
• The fields on the bottom of the screen in ‘Obligation Methods’ will become active and ready 

for data entry. 
• Complete the appropriate boxes at the bottom with the obligation info.  For Example: 

o Purchase Orders  –  complete Purchase Order 
                                                      Date Obligated 
                                                      Obligated 
                                                      Procurement Total 

 
o Credit Card Order – complete    CC Agy Ref Num 

                                                           Date Obligated 
                                                      Obligated 
                                                         Procurement Total 
     NFC Rel Date (after approved in PCMS) 
  

• To complete the record, select Update. 
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NO

Select Get Selected AD700s List, then
choose the obligation just reconciled in
PCMS to update information  in CATS

YES

End User enters AD700 or Credit Card
Order

(See AD700 or Procurement/Credit
Card Sections)

Was obligation
entered as an

AD700?

Change status to Credit Card,
choose cardholder (if prompted)

and Save

Update obligations
through CC-WIP

Print Credit Card Log

Notes Screen

Has status been set
to Credit Card?

NO
YES

YES

CREDIT CARD/CC-WIP PROCEDURES

Obligations entered as a credit
card order will automatically be

set with Credit Card status

Follow these same
steps for all obligations
previously reconciled in

PCMS

Input appropriate dates and
Procurement Total, then

Update

Were there others
reconciled in PCMS

that need to be
reconciled in CATS?

NO

As a reminder, 
reconcile requisition 
in PCMS in a timely 
manner.
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CREDIT CARD ORDERS 

 
• There are two ways to create credit card entries: 1)from an AD700, or 2) through a 

short credit card order entry screen. 
 

• To create a credit card order from an AD700, create a new AD700 as shown in the 
AD700 entry section.  A previously-created AD700 can also be retrieved through 
Search. 

 
• With the AD700 open, go to the NOTES tab 

 

 
 
• At this point, the status is still "Working."  Select the Credit Card option to indicate that the 

status will be changed to credit card status.  Select Save.  Some users will have the option to 
assign an order to other credit card users (this is usually Administrators, Account Techs, and 
Approvers).   If prompted, select CC User, then Save. 
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The pop-up screen with the 
Request # is displayed.  
Select OK.  Make note of the 
number for future 
reference. 

• NOTE: once the status has been set to Credit Card, a button becomes available to allow the 
selection of the option for the CC-WIP (Credit Card Work in Progress) screen to finish working on 
the order.   Users can either Print, Close, or go to the CC-WIP. 

 
• Reminder:  Check PCMS regularly after placing a credit card order.  CATS requisition number 

should be used to fill the Agency Reference # in PCMS. 
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• To create a Credit Card Order from Short Data Entry Screen, select Data Entry, then Credit Card 
Order.  

 

 
 
 
• The Credit Card Short Data Entry (CC SDE) screen is displayed: 
 

 
 
• Vendor, Description, Amount, and Accounting information are required.  All other fields are 

optional.  Notice that the next available CC Reference number is displayed and will be assigned 
when Save is selected.  Note:  The Credit Card Number field is optional and used as a reference 
number.  This is NOT the 16 digit number of the actual Credit Card. 

 

• Whether the requisition has been created in either the AD700 entry (where status is set to Credit 
Card) or from the CC SDE, it will be “worked” from the CC-WIP (Credit Card - Work in 
Progress) screen.  CC-WIP allows for entering the rest of the information that needs to be included 
on the Credit Card Purchase Log reports. 
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CC-WIP (Credit Card - Work in Progress) 
 

• NOTE:  CC-WIP information should be entered AFTER reconciling an order in PCMS. 
 
• At the CC-WIP screen, the user’s name will be pre-selected in the Worked By field.  The name 

in the Worked By field may be changed if the user is an Administrator, Account Tech, or 
Approver. 

 

          
 
 
• Select Get Selected AD700s List to pull up a list of CC orders assigned to the user. 
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• Select the appropriate order.  Notice the CC Reference number that was assigned when the 
requisition was saved in previous screen and the Date Obligated was set at the time the requisition 
was saved as a credit card. 

 
• As the order is worked through the CC-WIP process, fill in the appropriate fields and select 

Update to save.  The same order may be retrieved later to enter or edit the fields. 
 
• Individual field information: 
 

o CC Agency Ref Number:   Filled by system. 
 
o Date Ordered:  Date the CC order was placed.  The system fills this field when the requisition 

is saved, but editing may be done at any time. 
 

o Obligated:  Indicate that an order is Partial or Complete.  This is mainly for the user’s 
information.  It can be used to help filter the list if the user is a credit card user who places lots 
of orders (notice the Obligated Status pick list at the top of the screen). 

 
o NFC Approve Date:  The date reconciled in PCMS. 

 
o Date Received:  The date the order is received as complete (if partial shipment is received, it is 

recommended only the date of the last shipment be entered). 
 

o Procurement Total:  This will start out matching the total of the requisition entered.  If the 
amount came back differently in PCMS (perhaps an adjusted price or different shipping 
charges than originally entered), simply put the new total here.  This new total will show up on 
all reports in the system.  If this amount is changed, make a note of the reason in the 
Procurement notes field to the right. 

 
o Check Number:   If a check was written, record the check number here. 

 
o Procurement Notes:  Free-form field for typing any notes the user would like entered for record 

purposes.  These notes will print on the CC Purchase Log. 
 

o Checkboxes for Notify Receiving and Received Complete:  These are optionally used to update 
the status of an order.  The status shows up on several screens and reports.  Additionally, the 
Notify Receiving check box will allow this requisition to show up on the Receiving screen.  
This is useful for places that have a loading dock with a receiving staff. 

 
• When all desired changes have been made, select Update.  Select Close to exit this screen.  If this 

screen was accessed from the AD700 screen, the user will be returned to the AD700 screen.  
Otherwise the user will be returned to the Main Menu screen. 

 
 
 
 

 



Credit Card Order Modifications 
 
This function would only be utilized if changes, other than the amount, need to be made in order to 
reconcile the obligation.  An obligation will only be displayed in CC-WIP when it has a Credit Card 
status.  No changes may be made to a Credit Card order unless it has been changed to Working 
status through this function. 
 

Changing requisition back to Working status from CC-WIP for Credit Card Holders 
 

• Select CC-WIP from Main Menu 
 

 
 
 

 

3. Click Delete 
Assignment to 
change it back to 
Working status.  

4. Retrieve AD700 
to ensure status is 
what was intended. 

2. Select Get 
Selected 
AD700s List. 
Select line 
item needing 
status change. 

1. Use drop-down 
menu to select 
cardholder. 
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CREDIT CARD PURCHASE LOG 
 

• The system can generate a Credit Card Purchase Log report for cardholders.   
 

 
  
 

 
• From the main menu, choose Reports, then Credit Card Purchase Log (note: this log report 

can also be accessed from the CC-WIP screen).  If a user can assign orders to other users 
(Administrators, Accounting Techs, Approvers), a menu for selecting specific users for which 
to print the report will be displayed.  A print preview is displayed: 

 
 

  

In the Print 
Preview 
window, 
select the 
printer icon 
to print the 
report. 
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RECONCILIATION PROCESS

Prior to beginning the Reconciliation process:
              a.  Run TDL from BRIO
              b.  Run SAMS Liability by MU/CRIS

c. LMU must match OCP

Enter salaries from LMU/CRIS Reports:

Select Data Entry in CATS
Select  Salaries
Enter salary totals in correct fields (Actual, Projected, Lapse)
Enter amount  into correct BOC field
Use down arrow to select correct Pay Period
Assign $ to CRIS projects
After entering, unallocated total at bottom of screen should be '0'

RUN STATUS OF FUNDS

To view reconciled data:

Select radio button for 'Reconciled items'
Select date range to be viewed
Reconciled list for the selected dates will
be displayed
Print the list
Compare total on list against TDL
Reconcile Salaries after ensuring TDL
totals match OCP

TDL:

Check entries for $ that negate each other and ignore them
Check for obligations and disbursements against commitments/
projections in CATS - (Utilities, Telephone, etc.)
Check for fuel expenditures and enter those into CATS, or modify
projected entries

Reconcile against TDL - Obligations only:
Select Account Status in CATS
Choose the MU to be reconciled
Select Get List
Select/highlight lines/items to be reconciled - current date will be
inserted in Reconciled column
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RECONCILIATION – ‘ACCOUNT STATUS’ 
 

• To reconcile CATS records to BRIO reports, select Account Status from the main menu. 
 

 
 
 

• The following screen displays the balance or ‘status’of accounts.   This screen is displayed for the 
reconciliation process. 
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• To reconcile an account: 
 

NOTE:  An item cannot be reconciled if it reflects a status of ‘Working.’   
 

o Select the Management Unit to work on by selecting the drop down arrow under 
‘Management Unit’. 
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o Highlight the MU to be reconciled. 
o Select Get List. 
o This following screen is displayed: 

 
 

 

Use these buttons 
to see only 
reconciled, only 
unreconciled, or 
all items. 

These 
buttons 
control the 
data 
displayed 
on the 
screen. 

 
• Do the following to reconcile records:  

o NOTE:  Must have Show Unreconciled selected in order to reconcile. 
o NOTE:  The reconciled date can be changed by inputting the desired date in the 

‘Reconciled Date’ field.  The default date is the current date. 
o Locate the line on the screen that matches the entry on the BRIO reports and select the line.   

This will cause a reconciled date to be displayed in the ‘Reconciled’ column.  If the 
incorrect item is selected to show reconciled, select again to remove the date.   

o After all lines are marked as reconciled, select Update and the reconciled lines will be 
removed from the screen.  The ‘Dollar Amount to be Reconciled’ automatically calculates 
as items are reconciled.  The final total should match the TDL total for the period being 
reconciled. 

o Selecting Update also updates the ‘mini’ Status of Funds (SOF) area. 

This area 
displays the info 
selected in the 
above two boxes. 

This area 
reflects a 
‘mini’ up 
to date 
status of 
funds for 
the 
selected 
MU or 
CRIS 

These boxes allow you to 
temporarily eliminate 
‘working’ records from 
consideration on the 
screen and in the ‘mini’ 
SOF below 



 
• To Print reconciled items: 

o Select Show Reconciled. 
o Enter the reconciled date range desired.  For example, if the account was reconciled on 

01/30/2007, that date would be entered as the beginning and the ending date. 
o Next select Get List.  This will now display a list of the reconciled items for 01/30/07. 
o To print this list, select Print. 

 

 
 
 
• Salaries NOTE:  There is no need to reconcile or unreconcile salaries.  When salaries are 

saved, Actuals are automatically saved as reconciled, and Projected and Lapse are 
automatically saved as unreconciled.  The reconcile status should be left alone on salaries. 

  
• At this point the first account reconciliation has been completed.  Select another MU following 

the steps above to reconcile that account, or choose Close to exit from this screen. 
 
• NOTE:  Users with appropriate rights may come back to this screen to view their current 

account balance on the mini SOF.  Selecting an MU and a CRIS displays the SOF for the 
CRIS only.  To obtain a printout of the information displayed on the screen at any given 
time, simply select Print. 
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Making Changes Through Account Status 
 

• The Accounting Tech can add information to an entry using the copy of the obligating 
document (i.e. PO info) when working in this section, if there is a line with ‘Type’ 0700 or 
without a document number in the ‘Doc Number’ column, or the dollar amount needs to be 
changed.  This can be accomplished by RIGHT clicking on the line and then selecting the 
Procurement button at the bottom of the screen.  For information on completing the 
Procurement section see the section on Procurement Functions.   

 
• To change the ‘status’ of a record from the ‘Account Status’ screen, do the following: 

o RIGHT click the record to be changed, then select the Edit Accounting button at the 
bottom of the screen. 

o Depending on the document type, this opens either an AD700 or a Short Data Entry.   
• If an AD700 is displayed, select the Notes tab to change the status.   
• If a Short Data Entry is displayed, select the Advanced Button to pull up the 

AD700, then select the Notes tab to change the status. 
• Once at the Notes tab, select the radio button next to the Status desired.  
• Save the ‘Status’ change, then select Close to go back to Account Status. 

 
 

 
 

 
 

 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Samples of Account Code Modifications 
 

Sample No. 1 – AD700 Modification of Account Code: 
 

• Select Search from the Main Menu 
 

 
 
 

• Enter the last three digits of the Management Unit or the In House Account (IHA) in which 
the requisition has been created and select Search. 
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• Select the requisition number to be changed, or highlight the record and select 

Retrieve/Modify.  The requisition must be in working status (see next section on how to 
change a requisition back to working status) in order to change the account code.  The 
requisition highlighted below was entered as a New Purchase Request (AD700).  (The 
next sample is a requisition that was entered through Short Data Entry).    

 

 
 
 
• The original AD700 Entry is displayed. Select the Accounting tab.   Highlight and 

double-click the first line of accounting. 
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• The following screen is displayed. 
 

 
 
 
• Change the Management Unit to the account needed. 
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• The Accounting Detail now displays that the amount is charged to the new accounting code.  

Select Save. 
 

 
 
• The request will be saved with the same requisition number even though it is being 

charged to a new management unit. 
 

 
 
• Select OK and then select Close on the AD700 Entry screen. 
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Sample No. 2 – Short Data Entry Modification of Account Code: 
 
• From the Search screen, select the requisition number to be changed or highlight the 

record and select Retrieve/Modify.  The requisition must be in working status (see next 
section on how to change a requisition back to working status).  The requisition 
highlighted below was entered through the Short Data Entry screen since it has a defined 
Category of CCRD.   

 

 
 
 
• The original Short Data Entry screen is then displayed.  Nothing can be changed on this 

screen, but changes can be made by selecting Advanced. 
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• This pulls up an AD700 Entry even though the requisition was created through Short 

Data Entry.  Select the Accounting tab, and then double-click the first line of accounting. 
 

 
 
 

• The following Accounts box is displayed.   
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• Change the Management Unit and Sub Account to the accounts needed.  

 

 
 
  

• The Accounting Detail is displayed showing that the amount is charged to the new accounting code. 
Select Save. 
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• The request will be saved with the same requisition number even though it is being charged to a 
new management unit. 

 

 
 

• Select OK and then select Close on the AD700 Entry screen.  
 
 

See the AD700 entry section for instructions on distributing the costs to several accounts.  
Changes to each line of accounting follows the same steps shown above. 
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Change a Requisition Back to Working Status 
 For Accounting and Purchasing Tech’s: 

 
• Select Search from the Main Menu. 
 

 
 
 
 
• Enter the last three digits of the Management Unit or the IHA in which the requisition has 

been created and select Search. 
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• Select the requisition to be changed.  Since this requisition is not in Working Status, 
changes cannot be made until it is changed back to Working.  To do this, go to 
Procurement by first selecting Close to return to the Main Menu. 

 

 
 
 
• Next select Procurement from the Main Menu. 
 

 
 
 
 
 

 77



• Select the appropriate account under IHA and MU, and ‘All Assigned’ in the Worked By field, 
then select Refresh Selected AD700s List. 

 

 
 
 

• Select the appropriate requisition to highlight it, then select Delete Assignment, then Select Close. 
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• Return to the Search screen and pull up the requisition.  It has now been set to Working Status and 
can now be modified. 

 

 
 
 

NOTE:  Credit Card Holders can also delete the assignment of a record through CC-WIP.  See 
the Procurement/Credit Card Functions section for instructions. 

 79



RECONCILIATION TO OCP 
 

Target Users:  LAO or Accounting Technicians only 
Purpose of section:  To match TDL/OCP entries with CATS 

 
• Select Accounting then Reconciliation to OCP from the Main Menu 

 

 
 
 

• Input data from OCP as indicated.  The reconciled data within CATS will automatically fill the 
CATS Total column, calculating any differences between the two.  There will probably be 
differences between the BOCs in CATS and the BOCs on the OCP.  To change or not change can 
be the reconciler’s option.  The CATS Total should equal the OCP total.   If not, find out why and 
correct accordingly.  

 

 

To print 
the OCP 
report, 
select 
Print.  The 
report will 
print 
exactly as 
shown on 
the screen. 
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REPORTS 
 

• NOTE:  Actual sample reports are included in the Appendix of this manual. 
 
• In order to run any of the following reports, select Accounting from the Main Menu, then select 

the report desired: 
o Reconciliation to OCP – Refer to the Reconciliation to OCP Section  
o Period End Estimate – Refer to the Period End Estimate Section 
o Financial Plans – Refer to the Financial Plan Section 
o CAM Rollup – Refer to the CAM Section 

 
• In order to run any of the following reports, select Reports from the Main Menu, then select the 

report desired: 
o AD700 Log Report – click here 
o Status of Funds Report – click here 
o R&M Report – click here 
o Credit Card Purchase Log – click here 
o User Fields Report – click here 

 
Following are instructions for compiling the above reports: 
 
AD700 Log Report: 
 
• Select Reports, then AD700 Log Report 
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• Select the radio button for Accounting Code, select the IHA, MU, and Sub Account (if desired).  

Select Print.   
 
• For a specific Requisition Range, select that radio button, and enter the starting and ending 

requisition numbers.  Select Print. 
 

 
 
 

• AD700 Print Preview is displayed. 
 

 
 

Print the Report: 
• Select the Printer icon in the top left corner. 
• At the Printer setup screen, select the destination printer for the report. 
• Select OK. 
• The next print screen allows the selection of pages to be printed and/or the number of 

copies desired.  Select OK. 
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NOTE:  If your computer has Adobe PDF as a printer selection, the report may be printed to 
the Adobe print file and saved to the computer for future reference, or select the Export Icon in 
the top left corner to export the report to another format, i.e. Adobe PDF. 
 
Status of Funds Report: 

• Select Status of Funds Report from the Reports Menu 
• Select type of report desired 
• Select Report Components 
• Select Location 
• Select Account(s) 
• Enter ledger date  
• Select Column choices to be displayed on cover page 
• To include Attachments, select the radio button “Include Attachment” and select the 

type of attachments to be included 
• Select Print to view a Print Preview of the report 
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• Status of Funds by Management Unit cover page - print preview 
 

 
 

Print the Report: 
• Select the Printer icon in the top left corner. 
• At the Printer setup screen, select the destination printer for the report. 
• Select OK. 
• The next print screen allows the selection of pages to be printed and/or the number of copies 

desired.  Select OK. 
 
NOTE:  If your computer has Adobe PDF as a printer selection, the report may be printed to the 
Adobe print file and saved to the computer for future reference, or select the Export Icon in the top 
left corner to export the report to another format, i.e. Adobe PDF. 
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R&M Report: 

• Select Reports, then R&M Report 
• Select Location 
• Select one or more Account Codes 
• Select Ledger Date (defaults to current date) 
• Check Working Records if they are to be included in the report 
• Select Print 

 
 

 
• R&M Report - print preview 

 
 

Print the Report: 
• Select the Printer icon in the top left corner. 
• At the Printer setup screen, select the destination printer for the report. 
• Select OK. 
• The next print screen allows the selection of pages to be printed and/or the number of copies 

desired.  Select OK. 
 
NOTE:  If your computer has Adobe PDF as a printer selection, the report may be printed to the 
Adobe print file and saved to the computer for future reference, or select the Export Icon in the top 
left corner to export the report to another format, i.e. Adobe PDF. 
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Credit Card Log Report: 

• Select Reports, then Credit Card Log Report 
• Select the Credit Card User(s), select OK 

 

 
 

• Credit Card Purchase Log - print preview 
 

 
 
Print the Report: 
• Select the Printer icon in the top left corner. 
• At the Printer setup screen, select the destination printer for the report. 
• Select OK. 
• The next print screen allows the selection of pages to be printed and/or the number of copies 

desired.  Select OK. 
 
NOTE:  If your computer has Adobe PDF as a printer selection, the report may be printed to the 
Adobe print file and saved to the computer for future reference, or select the Export Icon in the top 
left corner to export the report to another format, i.e. Adobe PDF. 
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User Fields Report: 

• See the User Fields Section for more detailed information on how to use this report. 
• Select Reports, then User Fields Report 
• Enter User Field Search Criteria for which report is being compiled 
• Select IHA, MU, Sub Account (if desired) 
• Use up or down arrows to determine sort order desired 
• Select Print 

 
 
 

 

The Date Range and Requisition 
Number Range can be used to 
further restrict the search. 

This 
section is 
used to 
define the 
search 
fields. 

The Allocation Amt is an 
amount that has been 
identified as being available 
for the subject search.

 

 
 
 
 
 

The Short Description 
field is another optional 
field on the AD700 that 
can be searched.
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• User Field Report preview: 

 

 
 

Print the Report: 
• Select the Printer icon in the top left corner. 
• At the Printer setup screen, select the destination printer for the report. 
• Select OK. 
• The next print screen allows the selection of pages to be printed and/or the number of copies 

desired.  Select OK. 
 
NOTE:  If your computer has Adobe PDF as a printer selection, the report may be printed to the 
Adobe print file and saved to the computer for future reference, or select the Export Icon in the top 
left corner to export the report to another format, i.e. Adobe PDF. 
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PERIOD END ESTIMATE REPORTS

Report compiled from final FY
Status of Funds Unreconciled Attachment

Select Accounting from the
CATS Main Menu

For a Date Range report,
follow the same procedures -
except select the appropriate

option and enter the date
range desired in the

MM/DD/YYYY format

When "Print Preview" report is
displayed, use the

forward/backward arrows to scroll
through report pages

Totals on last page should match
SO F totals

Click on the type of Detail
Options (or type of report)
needed, then select Print

Select only one Accounting
Code from the Period End

Estimate Report

Select Period End Estimate
from the Accounting

Technician Menu

Highlight the Sub
Accounts to be
included in the

Period End
Estimate

Refer to the Period
End Estimate section
for Print and Export

Options

Process complete
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Period End Estimate Reports 
 

Target Users: LAO or Accounting Technicians only 
Purpose of section: To prepare the PEST report covering all unposted obligations by BOC for 
year end data entry into FFIS 
 
• Select Accounting from the Main Menu, then Select Period End Estimate from the Accounting 

Technician menu 
 

 
 
 

• Select the Accounting Code needed for the Period End Estimate: 
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NOTE:  Select only one accounting code at a time.  Selecting a range of accounts will return NO data. 
 
 

 

Highlight 
the Sub 
Accounts 
to be 
included 
in the 
Period 
End 
Estimate 

Select the type 
of Detail 
Options (or 
type of report) 
desired, then 
select Print  

 
 

 

• A Print Preview of the report is displayed.  Use the forward or backward arrows to scroll 
through the report pages for data verification. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The totals on the 
last pages of any 
Period End 
Estimates report 
should match 
the totals on the 
SOF. 
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• To get a Reconciled report by Date Range, follow the same procedures, except select the 

appropriate option and enter the date range desired in the MM/DD/YYYY format in both date 
fields. 

 
 
 

• A report is generated based on the dates selected: 
 

 92
 



 
 
 

Reports may be 
printed directly 
from CATS to 
your local 
printer or 
Adobe format 
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OR 
 
• The report may be exported directly to Adobe, Excel, or Word format – to do this select the Export 

icon at the top left of the screen and choose the preferred format for exporting. 
 
 

 
 

 
   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
• Choose the appropriate format and Select OK.  Next Select OK from the Export Options Window. 
 

 
 
 
 

• Select an appropriate file name for the report and select Save.  (To review the file, start the 
appropriate program and open the file.) 

 
 

 
 
 
 
 
 
 

 94



 
 
 

• After Printing or Exporting the report, select Close to go back to the Account/Sub-Account 
Selection Screen 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• For additional reports, select a new accounting code and follow the same procedures, or select 
Cancel to return to the Accounting Menu. 
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CAM ROLLUP PROCEDURES 
 

Report compiled from CRIS information
entered  in Location/MU Setups

Select Accounting from the CATS Main Menu

Select Distribute IRC/SRC from
menu and add changes on this
menu to distribute the IRC and
SRC dollars to each MU/CRIS

Select Select MU/CRIS from menu,
ensure all MU/CRIS to be included in the

report are selected on this screen

Select Setup IRC/SRC from menu,
ensure all IRC or SRC accounts are

checked on this screen

Select the Location(s) for
which the report is to be

generated

Select CAM Rollup from the
Accounting Technician Menu

Process complete

Select Distribute FTE from menu
and enter data into this screen as

obtained from SAMS Liability
by MU and CRIS reports

Select Setup CRIS from menu,
review data as displayed, correct

as necessary

Select Calculate CAM from
menu and report will be

calculated

Select Print CAM Report and
obtain printout of report

OPTION: Either select Export CAM
File to an Excel spreadsheet

OR

Select Export CAM File to create disk
to send to AREA for inclusion in Area

CAM Report
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CRIS Activities Module (CAM) 
 

Target Users:  LAO or Accounting Technicians only 
Purpose of section:  To prepare the year-end report covering both appropriated and soft fund 
CRIS projects for reporting CRIS accountability to Congress. 
 
NOTE:  The CAM process offers the capability to track all changes to IRC accounts throughout the 
fiscal year within the CATS database, thus eliminating the need to keep a separate spreadsheet for that 
purpose. 

 
• To perform CAM functions, select Accounting followed by CAM Rollup from the main menu. 
 

 
 
 
 

• The CAM Rollup section is used to perform the following functions: 
 

o Select Location 
o Select MU/CRIS 
o Setup IRC/SRC 
o Setup CRIS 
o IRC/SRC Distribution 
o FTE Distribution 
o Calculate CAM 
o Run CAM Report 
o Export CAM File to either an Excel spreadsheet or a disk 
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• Begin the CAM Setup process by following the menu options from the CAM Rollup menu. 
 
• Select Select Location, choose the appropriate Location, Select  Save and Close. 

 

 
 

NOTE:  If you do not exit out of the CAM process properly (such as if CATS locks up, and 
you have to end the program because it is not responding) your location will be locked out of 
CAM, and you will need to contact the CATS helpdesk (cats@ars.usda.gov) to unlock your 
location. 
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• Select MU/CRIS 

 
  

                        

Select all account 
codes/CRIS for which 
CAM data will be 
collected.  Review 
CRIS and account 
code numbers to 
ensure they are correct 
and match the final 
year-end allocation.  
Select Save, then Close 
when selection is 
complete. 
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• Setup IRC/SRC 
 

 
 
 
• Setup CRIS 
 

 

R
e
a
a
f
n
c
t
c
h
A

 
 

After all MUs have 
been setup with their 
CRIS descriptions 
the MU accounts are 
displayed on this 
screen.  Check each 
IRC account for the 
location or area.  
Select Save, then 
Close when selection 

is complete. 

eview each CRIS listed to 
nsure CRIS, Accession, 
nd Mode Code numbers 
re correct.  If not, go to the 
ield displaying incorrect or 
o information and enter 
orrect data.  Click Save, 
hen Close when all data is 
orrect.  Making changes 
ere will change in MU 
dministration also. 
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• Input IRC/SRC Distribution 

 

 
 

 
• The first time the user pulls up the above screen, users will be forced to Select MU/CRIS.  There 

will be zeros in the Previous Amount column since there are no past changes.  The initial IRC 
costs from ARMPS will be the first ‘change’ to input. 

 
• After the user makes and saves the changes, the budget screen displays the last changes in the 

Previous Amount column the next time the screen is accessed. 
 
• Distribute by % button is disabled if there is no value in the Previous Amount column.  Distribute 

by % is computed automatically based on the amounts in the Previous Amount column.  This key 
is used when an amount is to be distributed to all CRIS based on the % distribution currently in 
place.  To use this option, enter the amount to be distributed in the “Amount of Change”, then 
select Distribute by %.  Once the distribution is made the amounts can be manually adjusted for 
each CRIS. 

 
• Select MU/CRIS displays a CRIS drop down list and allows the entry of any changes in CRIS that 

need to be made. 
 
• Select Save to save the changes. 
 
• Select Close to exit the CAM Main Menu. 
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• After the IRC/SRC are distributed to CRIS, the Distribute FTE button will become active for 

selection to go to the following screen: 
 

 
 

NOTE:  Data input on this screen will be taken from the SAMS – Liability by CRIS (projected) 
reports reflecting both SY FTE and Support FTE for each project.  IRC FTE will be reflected in 
the SAMS IRC accounts.  This is the same process followed each year for inputting FTE amounts 
or percentages into the CAM database. 

 
• Use the same CRIS selections from Budget IRC/SRC screen.  
• Manually enter information in Direct FTE columns; one decimal point. 
• Distribute by % applies only to IRC columns; no more than two decimal places on %.  To use 

this function, numbers are entered into the boxes for ‘IRC SY FTE’ and ‘IRC NON-SY FTE’ 
at the top of the screen and then select Distribute by %.  These FTE are then distributed to 
CRIS in the ‘IRC FTE’ columns.  The IRC FTE for SY and Non-SY columns can also be 
entered manually. 

• Nothing on this screen can be less than zero. 
• Select Save to save the changes. 
• Select Close to exit to the CAM Main Menu. 

 
 

Calculate CAM 
 

• Select Calculate CAM.  The system calculates the numbers for the report.  Warning:  this 
calculation can take a long time.  Please be patient.  Exiting out of the CATS screen before 
completing the calculation will cause the CAM report for this location to be locked, and the 
CATS team will have to be contacted to unlock it.  A popup does not display when the 
calculations are done, however they are finished when the mouse curser is no longer displayed 
as an hourglass.   
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Print CAM  

 
• Select Print CAM Report from the menu.   Select Print.   The following report is displayed.  

To print on 8 ½ x 11 paper, select Adobe PDF as your printer. 
 

 
 
 
Export CAM File – Option 1 
 

• Select Export CAM File to Disk  from the menu.   
• The number of disks needed for the transmission is indicated.  Select OK. 
• The Save As window displays.  The A: drive should be selected.  DO NOT CHANGE THE 

NAME OF THE FILE.  (NOTE:  If you do not have an A: drive on the computer you can select 
a directory on another drive and then copy the two files to a diskette later.)   
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• Select Save.  The number of records to be written is displayed.  Select OK twice. 
 

 
 

     
 
 
 

• Select Close on the CAM Rollup section. 
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Export CAM File – Option 2 
 

• Select Export CAM File to Excel from the CAM Rollup Main Menu.  Select the correct Excel 
format for saving the report, then select OK.   

 

 
 

• Select the options as displayed below and choose OK: 
 

 
 

• Select a location to save the file to and choose OK. 
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NOTE: 
 
The OPTION for exportation choice will be determined by FMD and relayed to the Areas prior 
to completing the Export function for CAM for the fiscal year impacted.  ABFOs will notify 
locations which option is to be used. 
 
The following is the suggested way to format your CAM spreadsheet once it has been saved: 
 

• In Excel, click on the top left cell in order to highlight the entire worksheet. 
• Select Format, Cells, Font tab, and choose a font of Arial with a size of 10 and select OK. 
• With the entire worksheet still highlighted, choose Format, Row, Autofit, and Format, 

Column, Autofit Selection. 
• Double Click each Cell in Row 1 (this will clean up the titles). 
• Double click the edge of each of the top letter labeled fields (this will make the column the 

width of the largest field in that column). 



SYSTEM ADMINISTRATOR*
Has ALL Administrative and Function Privileges

Sets up Location Administrators, Locations, and BOCs
Generally CATS Team Staff

(See CATS Administration Section)

Location Administrator
Sets up Users, User Rights, Management

Units, and Sub-Accounts, Resets Passwords
(See MU Administration Section)

Accounting Administrator
Sets up MUs, Account Codes, CRIS

Sub-Accounts
(See MU Administration Section)

Add User
 Name and User Level

(Credit Card, Approver, User)

Add User Rights
MUs, Sub-Accounts, and User Role

 (i.e., User or Approver)

Add User Defaults
Default MU,  Sub-Account, Receiving Office,
Technical Contact Information, and Location

4-digit code

Is this a
Credit Card

User?

Add, Modify, or Delete Credit
Card Users

Complete CC User Information

Fill in CC user's initials (2 characters only)
Input credit limit assigned to user
Fill in numeric range for user

Add Sub-Account
All MUs MUST have at least one

Sub-Account
Add sub-account number
Add description,
Add AD-700 range, and
Add CRIS information (#, dates, etc.)

Add or Modify Management Unit

 Action(s) Complete

YES

NO

ADMINISTRATIVE PROCEDURES
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CATS ADMINISTRATION 
 

Target User(s) for this section:  Location Administrators 
Purpose of section:  To administer the security features of the CATS System, including User and 
Management Unit setup. 

 
The System Administrators (MWA IT Staff) will set up Locations and Receiving Offices.  These items 
must be set up prior to user setup.  At the current time, all Locations have been added to the system.   

 
Location Administration: 
 
• Select Administration from the Main Menu.  The available options will be dependent upon the 

level of Administrative Rights: 
 

 
 

 
User Administration: 
 

• Select User Administration from which Location Administrators can Add User, Modify User, 
or Delete User; assign User Defaults and User Rights.   

 
• NOTE:  The Delete User function should only be completed when a user has no data assigned 

to it for the current year. 
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o Add User or Modify User  (uses the same screen) – assign a Login ID, Last Name, First 
Name and User Level (a detailed description follows).  The System Administrator will 
assign the Login ID and password.  The Login ID is usually in the form of first initial of 
first name and first seven characters of last name, i.e., gwashing (George Washington). 

 

 
 

o Delete User – Only use this function when a user does not have data assigned to it in the 
year being deleted.  For example, user gwashing put data in for FY 2003 and part of 2004 
before retiring.  Delete user gwashing in FY 2005 since the User ID has not been 
“associated” with any data in that year.   
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o User Defaults – This screen is displayed after a user is added OR it can be selected from 
the User Administration Menu.  The User’s defaults are set up here, including: 
 Default Management Unit and Sub Account (the user may have authority to “purchase” 

for more than one Management Unit, however, this is the Unit used most frequently) 
 Receiving Office 
 Location Code & any Additional Agency Locations the user should have rights to. 
 User Contact Information that will be included on the AD700. 
 There is no need to change the Time Out, Template Limit, or Fund Code. 

 

 
 
 
 

o User Rights – Assign Management Unit and Sub Accounts rights to the User here.  NOTE:   
each user must have ONE Management Unit and ONE corresponding Sub Account, 
typically this is the Default MU and Sub Account defined in User Defaults. 
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o Select Add MU button to display the entire list of MUs.  This will display ONLY those 
MUs to which the Administrator has rights.  Select the appropriate MU; multiple MUs 
can be selected using the standard Windows techniques (Shift or CTRL + mouse click).  
Select OK: 

 
 

o Highlight the appropriate MU on the left side of the screen 
o Select Add on the right side (Sub Account side) of the screen.  All Sub Accounts that 

have been created for the MU are displayed.   
o Highlight the appropriate Sub Account; multiple Sub Accounts can be selected using 

the standard Windows techniques (Shift or CTRL + mouse click).  
o Select the appropriate User Role; either User or Approver.   
o Select OK. 
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• Credit Card Administration: 
 

o Select Administration, then Credit Card Administration to Add, Modify, or Delete Credit 
Card Users. 

 

 
 
 

• Select Add and choose a user that does not already have credit card information assigned.   
The drop down list includes all users the current logged in user has rights to see.  This list 
includes users who are already assigned as credit card users – do not add users a second 
time as credit card users.  Complete fields as appropriate:    

 
 
 

 

Fill in the user initials (only two 
characters allowed) for the 
Prefix.  NOTE:  The combination 
of prefix and range must be 
unique to this user. 

Credit limit assigned to user.

Fill in a beginning numeric range 
and an end range, the system will 
generate the last used. 
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• Vendor Administration 
 

o Select Administration and Vendors.  You can choose to Add, Modify, or Delete a vendor for 
your Management Unit from the following screen:   

 

 
 
 
 

o Select Add or Modify and the new Vendor window will be displayed.  Enter the appropriate 
information.  After the vendor information has been entered, select OK.  The new vendor has 
now been added to the vendor list.  The minimum required information is Management Unit 
and Name. 
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User Level Information 
 

• User – includes the following functions: 
o End User – Ordering staff 

 Enters documents, such as AD700s 
o Cardholder – Has the same capabilities as End User, plus 

 Enters Credit Card purchases 
 Updates status on CC-WIP 
 Runs CC Report 

o Approving Official – Fundholders, Secretaries/administrative clerks, etc.; has the 
same capabilities as Cardholder, plus 

 Approves orders 
 Assigns credit card orders or works credit card orders on behalf of anyone that 

has access to one of their accounts. 
• Receiving User – Has the same capabilities as a User, but can also see transactions marked 

“Notify Receiving”.  This type of user verifies purchases as they are received; i.e., a person 
who may work on the receiving dock. 

 
• Procurement User – Has the same capabilities as a Cardholder, plus 

o Modifies AD700 requests for purchasing (procurement total, procurement notes) 
o Enters Credit Card purchases as cardholder 
o Enters status information on purchases (anything on the Procurement WIP) 
o Runs AD700/Purchase Order Report 

 
• Accounting User  – Generally, these users are in Accounting Technician/Budget Analysts 

positions – can do everything a Procurement user can do, plus 
o Enters CRIS information including terminations (dates) 
o Defines Preset Percentage Distribution 
o Enters Financial Plans  
o Enter documents 
o Reconciles CATS to FFIS 
o Runs Reports 
o Modifies procurement totals and accounting 
o Uses CAM module 

 
• Administrator 

o System Administrator (MWA IT Staff) – Can do everything.  Creates Locations and 
Location Administrators; assigns location rights to Location Administrators; creates 
Document Types, Budget Object Codes, and Receiving Offices.  Contact the CATS 
team for assistance. 

o Location Administrator – Defines users; sets up User Defaults and User Rights for 
access to Account Codes (MU), Sub Account (CRIS), etc.  Performs Management 
Unit Administration, sets up Vendors and Credit Card users.  Resets user passwords.  
Inherits all functionality of the Accounting Administrator. 

o Accounting Administrator – Can do everything an accounting tech can do.  Sets up 
Account Codes (MU), Sub Account (CRIS), but cannot assign user rights to Users.  
Most users in an Accounting Technicians position are set up as an Accounting 
Administrator. 



SEARCH FUNCTIONS 
 

• From the Main menu, select the Search button. 
 

 
 
 

• The Search Screen is displayed: 
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• The tabs at the top of the search screen allow setting of search options.  There are tabs for Amount, 

Date, General, Document, Keyword, and Options.  All of the search criteria fields can be filled in 
simultaneously.  This means multiple criteria may be used for a search; the criteria are accumulated.  
For example, if a date range is set and a dollar amount, the system will only return requisitions that are 
within that dollar amount AND within the selected date range.  

 

 
 
• General:  The General tab is the default tab for the Search screen.  Narrow the search by specifying 

part of the requisition number, accounting information, and vendor.   
 

o In the Requisition Number field, type any part of the beginning of the last 8 digits.  For example, if 
999 is entered (the field reads "7-3601-999-     "), the search will return all requisitions 7-3601-
999-00000 through 7-3601-999-99999.   As another example, "7-3601-999-9    " will return all 
requisitions 7-3601-999-90000 through 7-3601-999-99999.   For users with access to accounts at 
multiple locations, the location part of the filter may be changed as needed, for example "7-3601-   
-     " would search for records in location 3601.  

 
o The accounting filters are useful for users that can see multiple accounts; it allows for quickly 

narrowing the search down to a single IHA, MU, or Sub Account. 
 
o The Vendor search is a free form text search.  Use wildcards in the vendor field.  To find all of the 

AD700s with vendors that start with a C, enter c* in the vendor field, or *w* to find all AD700s 
with vendors that have a W anywhere in the vendor name. 

 
o The top field on the General tab is a field that shows the fiscal year in use.  Normally this will be 

the current fiscal year, but if you use the Change Year function on the main menu, the selected 
year will be visible.  This serves as a reminder of the year for which data is being accessed.  The 
working year may NOT be changed here. 

 
 

• Amount: The Amount tab allows for specifying a dollar range for either a line item total, or an order 
total.  For example - this is useful for finding order of about $1,000 (or any amount) but other data 
relative to the order is unknown.  For another example, enter an order total range of $900 - $1,100 to 
find all of the orders around $1,000. 
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• Date: The Date tab allows for entering a date range.  Select the down arrow to bring up a calendar 

feature that allows for selection of the date from the calendar, or select each portion of the date and 
type a number, or use the up and down arrow keys to change the date.  The All Dates button tells the 
system to search all dates instead of using the range.  Note that the range will not override the current 
working year, if a date is set for 2 years back, it will still only include records since the beginning of 
the current fiscal year. 

 

 
 
 
• Document: The Document tab allows for narrowing the search to specific document types.  Select the 

down arrow to display a list of Document Types. 
 

 
 
 

• Keyword: The Keyword tab allows for searching by keyword.  Search on all or any combination of 
the User Fields, Short Description, User Notes, or Line Item Detail Descriptions.  Wildcards can be 
used anywhere in the descriptions.  For example, enter *large* to find all requisitions with the word 
"large" in one of the selected fields (the search is not case sensitive). 
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• Options: The Options tab contains a checkbox to enable or disable Auto-Search when the Search 

screen is first accessed.  Some users find it convenient to always immediately pull up all of the 
requisitions to which they have access upon entering the Search screen.  Other users prefer to narrow 
their search before they run the search for performance reasons (for example, for an administrator with 
access to multiple locations, the search might be quite slow).  If you want all records immediately 
pulled up when entering Search, check Enable Auto-Search. 

 

 
 
 

WORKING WITH THE SEARCH RESULTS: 
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• Selecting the Search button executes (or re-executes) the search as described on the tabs.  Also 

on the Search screen are Create Template, Retrieve/Modify, View Original, and Print buttons.  
 

o The Create Template button allows for selecting any requisition from the search results and 
creating a template out of it (useful for ordering similar items frequently).  Templates can 
be used from the Data Entry menu.   

 
o The Retrieve/Modify button will open the document in the proper entry screen for viewing 

or modifying the details (this is also the default behavior if selecting on a requisition).   
 
o The Print button allows for printing the results of the search.   

 
 On this screen, select any of the column titles and the results will sort on that column.  For 

example, select the Vendor label and the list will sort by Vendor.  The default sort is by 
Requisition Number. 



CRIS TERMINATION PROCESS

Printouts of the SOF and
SAMS Liability by MU and

CRIS are necessary to use as
the starting point for this

process

Terminate the old CRIS
through MU Administration

Setup by setting the END
RANGE to match LAST USED

In Financial Plans,
retrieve the NEW plan
saved.  Modify plan to

move $ on BOCs between
both OLD & NEW CRIS

Adjust any entries between
CRIS that need to be

changed, then print another
SOF to determine the $ to be
shifted between CRIS plans.

Print newSOF for each CRIS
with both reconciled &

unreconciled attachments &
review to determine if they

need modified

Update SALARY record in
CATS to reflect new

information from SAMS

Add NEW CRIS through
MU Administration

Process complete

Changes made at the MU
level  must equal $0.  Any

increase or decrease made to
the OLD CRIS will reflect
the opposite change on the
NEW CRIS (net affect=$0).

Add NEW financial plan to
adjust salary dollars

between CRIS

To complete the CRIS
process outside of CATS,

determine the split of IRC
$ between the two CRIS'

Determine if any
additional shifts may be

needed to balance the
accounts to the allocation.
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CRIS TERMINATIONS 

 
NOTE:  Prior to doing CRIS terminations in CATS, CRIS terminations in SAMS must be 
completed.  Terminate CRIS in SAMS following the directions provided in the SAMS manual at 
http://www.afm.ars.usda.gov/finance/resources.htm  and print the final liability by MU and liability 
by CRIS reports! 

 
 

• Print an SOF on the terminating CRIS to use as the starting point 
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• Terminate old CRIS thru Management Unit Administration by setting ‘End Range’ to match 
‘Last Used’ 
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• Add NEW CRIS thru Management Unit Administration 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
• Update the salary record in Salaries from the CATS Main Menu to reflect new info from SAMS 
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• Select Accounting, then Financial Plans from the Main Menu.  Add a NEW Plan to the MU that 
will have a total of $0.  Use this plan to move money between the ‘OLD’ CRIS and the ‘NEW’ 
CRIS.  The amount of salary dollars to be moved between the CRIS’ can be obtained by looking at 
the Plan dollars on the SAMS Liability by CRIS reports for each CRIS.  Adjust the Plan dollars for 
Salaries and save the plan. 
 

 
 
 
 

• Print a new SOF for each CRIS with reconciled and un-reconciled attachments.  Review reports 
and determine if any entries need to be modified to change the CRIS assignment. 

 
• Once all CRIS changes are complete, print another SOF to use in determining the dollars to be 

shifted between CRIS plans. 
 
• Select the Financial Plans menu, then select the plan saved above.  Modify plan to move dollars 

on each object class between the OLD and NEW CRIS.  These changes should result in a balance 
on the OLD CRIS of $0.  Any balance (+ or -) will be reflected on the NEW CRIS. 

 
• To complete the CRIS termination process outside of CATS, it will be necessary to determine the 

split of IRC dollars between the two CRIS’ and then determine if any additional shifts of dollars 
may be required to balance the accounts. 
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USER FIELDS - User Field Report Dollar/Percentage calculations: 
 

 This section clarifies the use of the User Fields on the SDE and AD700 entry screens.   
 

 There can be a modifier included in the User Fields.  This number will follow one of two sets 
of allowable separation characters.  The characters are "$$" or "%%".  If either of these sets of 
characters exist in the user fields, the search criteria will ignore them and anything following 
them (example if the User Field had "CMP$$1,200.23" a search for an exact match of "CMP" 
should select this record). 

 
 The separation characters signify that the following number is either a dollar amount ($$) or a 

percentage (%%).  If there is an invalid number after the separation characters, the separation 
characters and what follows is ignored.  The number should be valid if entered as a whole 
number or a decimal, with or without commas (i.e. 100 or 100.00 or 1,200.34 should all be 
valid).  The report will not verify the amounts or percentages against anything.  It is the users' 
responsibility for making sure the User Fields have good data in them (i.e. if the percentages in 
the user fields add up to more or less than 100%, the program and report do not have to report 
any kind of error). 

 
 The contents of the Amount column on each line of the User Field Report are as follows: 

 
o If there are no separation characters and the field matches the search criteria, print the 

AD700 total (or procurement total if available) in the total column. 
 

o If there is a $$ separation character and the characters before the separation characters 
match the search criteria, print the dollar amount after the separation character in the 
Amount column. 

 
o If there is a %% separation character and the characters before the separation characters 

match the search criteria, calculate that percentage of the AD700 total (or the 
procurement total if available) and print the resulting dollar amount in the total column 
(or the total amount if the number is greater than 100). 

 
o If there is a separation character in the field but a valid number does not follow the 

separation character, ignore the information following  the separation character and 
print the total amount in the Amount column. 

 
• The total at the end of the report will be based on the numbers printed in the Amount column. 

 
• The user may also enter a dollar amount to show as an allocation on the report (a non-

mandatory "allocation" field on the search criteria dialog).  If this is used, the report will 
subtract the total at the end of the report from this entered amount and print an "Estimated 
Balance" (the report footer includes the total obligated which is the total of the amount column, 
the total allocation entered in the search criteria dialog, and the estimated balance which is the 
difference in the two). 

 
 
 



 
 

 

Remember, if there are 
ANY QUESTIONS 

ABOUT CATS, regardless 
of the type of problem 

encountered, e-mail the 
CATS help team at: 

 
cats@ars.usda.gov 
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APPENDIX A:  REPORTS



 

   AD700 Log Report - Sample 
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Status of Funds by Account Code - Sample 



 130



 131



 132



 133



 134



R & M Report – Sample  
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Credit Card Purchase Log – Sample Report 
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User Fields Report – Sample Report 
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Account Status Reconciliation – Sample 
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Period End Estimate – Sample Report 
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Financial Plans – MU Plan Summary Sample Report 
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Appendix B 
Short Data Entry Suggested Uses
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